NARA General Competencies

Influences/Negotiates with Others - Promotes ideas and proposals persuasively. Shapes others’
opinions, convinces or persuades others, and gains support through own actions/examples or persuasion
in an ethical manner. Achieves mutually satisfying agreements in negotiations with others by listening to
different objectives, effectively communicating own objectives, and seeking common ground and
collaborative situations.

Leads Teams - Leads teams of diverse individuals that can work collaboratively to achieve business
objectives, openly communicates, discusses, and works through team objectives, and promotes shared
accountability for individual and team performance. Promotes coordination and teamwork, leverages
team members’ strengths and weaknesses, and takes steps to optimize team performance. Celebrates
team successes, evaluates setbacks, and implements processes and approaches to continually improve
performance and results.

Manages Projects - Achieves desired outcomes on projects, on time, and within budget. Designs and
plans the project, defines the project workflow, and manages the project team. Controls and provides
project deliverables, optimizes the contribution of the people involved, and makes decisions and
assesses the impact of those decisions on quality, productivity, schedules, cost, performance, etc.
Evaluates and reports progress against goals and milestones.

Embraces Continual Learning - Seeks opportunities to expand knowledge and skills through formal
and informal education, training, and feedback. Identifies and leverages own strengths and
developmental needs and strives to improve own skills. Acquires new knowledge related to business,
professional, and technological changes and developments. Demonstrates and supports continual
learning, and shares knowledge and expertise with others.

Utilizes Computer Technology - Utilizes computer technology and software applications (e.g., word
processing, spreadsheets, databases, web-based tools) to perform work activities. Applies technologies
and/or tools to improve work, productivity, or customer service.

Demonstrates Business Savvy - Applies business principles, methods, and processes (e.g., ROI, cost-
benefit analysis) to solve problems. Drives business results by planning and prioritizing activities
consistent with organizational goals, using business data and evaluating the costs, benefits, and impact
on others when making business decisions. Promotes ideas that improve business performance.

Manages Contracts - Monitors contracts with vendors, including conducting market research, defining
work needed, soliciting and evaluating proposals, making recommendations for vendor selection,
finalizing the terms of the contract, and initiating contract revisions to meet changing program
requirements. Monitors contractor activities, manages related budgets and financial requirements, and
ensures that contract requirements are met and all activities through closeout are performed in
compliance with contract terms.
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